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DONT 


IN YOUR WORKPLACE 


PAW CTUI Te (=m come: 
Drug-Free Workplace 


@ Nearly 70% of current users of illicit drugs are employed. 


@ Nearly | in 4 employed Americans between the ages of 18-35 have used illicit drugs 
in the past year. 


@ Companies are finding that investment in education, prevention, and assistance programs 
pays dividends for both employer and employee. 


Can you make a difference? 
Yes! 


It’s Not Difficult. Model policies and programs are available. Some sample forms are in 
this booklet. 


it’s Not Expensive. Using existing materials, you can get started at virtually no cost. If 
you want to develop a comprehensive program to include employee assistance, supervisor 
training, employee education and/or testing, you can form or join a consortium to negotiate 
favorable rates. 


You Don’t Have To Do it Alone. There are a variety of resources available to assist 
y 


you. Some may be available through local business and labor associations. 


You can start by calling the workplace helpline 
at the 
National Institute on Drug Abuse: 
1-800-843-4971. 


F-CHARGE ANSWERS 


How can | make my workplace drug-free? 
Begin with careful planning. 


@ Develop your drug-free workpiace program carefully. 
* Talk to employees & supervisors about the benefits of a drug-free workplace. 


Stress the positive aspects of a drug-free workplace — management and workers meeting their joint responsibilities for a 
safe and healthy workplace. Case studies show a well-planned program to reduce substance abuse can increase productivity, 
reduce accidents, and decrease costs due to insurance claims. 

¢ Listen to employees’ ideas. Ask for input: “We're going to implement a drug-free workplace program. What is 
the best way to do this?” Compliance with any change in company policy requires the understanding and acceptance of the 
employees. If your company’s workers are represented by a union, the development of the policy will be a part of the 
collective bargaining process. A firm, compassionate program can provide a healthy and safe workplace for all. 


@ Consider the resources available and decide if you wish to offer a more 
comprehensive program inciuding: 


¢ An employee assistance program (EAP) 

¢ Training for supervisors 

¢ Education/awareness for employees 

¢ A drug-testing program 

@ Write your policy and print it on company letterhead. {he policy should expressly prohibit employees’ 

illegal use of drugs and spell out the consequences of policy violations. A model policy is printed on page 3. You may duplicate 
the policy word for word, customizing it with your company ‘s name, or you may change portions to suit your specific needs. You 
may wish to consult your company’s attomey for assistance. 


Once I’ve planned my program, how do | implement it? 


Take these important steps: 


1. Distribute the policy to all employees. 

2. Educate your employees about the program. Hold « meeting for all employees — labor and management — to 
explain the value of the drug-free workplace. Answer all questions and make yourself available to meet privately with any 
employees. 

3. Post notifications of your drug-free workplace program. Give notice well in advance of policy 
implementation. Place notices in prominent locations throughout your business facilities as well as on your employment 
applications. New employees must be given a copy of your drug-free workplace policy. 


To join with other businesses in your community in a nationwide effort to create a 


drug-free workplace, complete and sign the COMMITMENT form on the last page of 
this booklet and mail to the President’s Drug Advisory Council. 
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SAMPLE DRUG ABUSE POLICY STATEMENT 


COMPANY 
LETTERHEAD 


DRUG ABUSE POLICY STATEMENT 


(Company Name) is committed to providing a safe work environment and to fostering the well- 
being and health of its employees. That commitment is jeopardized when any (Company Name) 
employee illegally uses drugs on the job, comes to work under their influence, or possesses, 
distributes or sells drugs in the workplace. Therefore, (Company Name) has established the 
following policy: 


(1) It is a violation of company policy for any employee to possess, sell, trade, 
or offer for sale illegal drugs or otherwise engage in the illegal use of drugs 
on the job. , 


(2) It is a violation of company policy for anyone to report to work under the 
influence of illegal drugs. 


(3) It is a violation of the company policy for anyone to use prescription drugs 
illegally. (However, nothing in this policy precludes the appropriate use of 
legally prescribed medications.) 


(4) Violations of this policy are subject to disciplinary action up to and 
including termination. 


It is the responsibility of the company’s supervisors to counsel employees whenever they see 
changes in performance or behavior that suggest an employee has a drug problem. Although it 
is not the supervisor's job to diagnose personal problems, the supervisor should encourage such 
employees to seek help and advise them about available resources for getting help. Everyone 
shares responsibility for maintaining a safe work environment and co-workers should encourage 
anyone who may have a drug problem to seek help. 


The goal of this policy is to balance our respect for individuals with the need to maintain a safe, 
productive and drug-free environment. The intent of this policy is to offer a helping hand to those 
who need it, while sending a clear message that the illegal use of drugs is incompatible with 
employment at (Company Name). 


| If your company is subject to the requirements of the Drug-Free Workplace Act of 1968 
(by nature of a grant/contract with the Federal Government) you should add the following 
statement to your drug policy: 
| As a condition of employment, employees must abide by the terms 
| of this policy and must notify (The Company) in writing of any 
conviction of a violation of a criminal drug statute occurring in the 
| workplace no later than five calendar days after such conviction. 


PLE LETTER TO EMPLOYEES T0O 
MPANY DRUG ABUSE POLICY STATEMENT 


COMPANY 
LETTERHEAD 


LETTER TO ALL EMPLOYEES 


The illegal use of drugs is a national problem that seriously affects every American. Drug abuse not 
only affects individual users and their families, but it also presents new dangers for the workplace 


The President of the United States has urged business and labor to take a leadership role in a nationwide 
effort to reduce the illega! use of drugs. 


As you are aware, (Company Name) has always been committed to providing a safe work environment 
and fostering the well-being and health of our employees. Illegal drug use jeopardizes this commit- 
ment, and undermines the capability of (Company Name) to produce quality products and services. 


To address this problem, (Company Name) has developed a policy regarding the illegal use of drugs 
that we believe best serves the interests of all employees. Our policy formally and clearly states that 
the illegal use of drugs will not be tolerated. This policy was designed with two basic objectives in mind: 
|) employees deserve a work environment that is free from the effects of drugs and the problems 
associated with their use, and 2) this company has a responsibility to maintain a healthy and safe 
workplace. 


| believe it is important that we all work together to make (Company Name) a drug-free workplace and 
a Safe, rewarding place to work. 


Sincerely, 


President 
(Company Name) 


NATIONAL AND STATE RESOURCES 


NATIONAL TECHNICAL ASSISTANCE 
Drug-Free Workplace Helpline 1-800-843-4971 


This National Institute on Drug Abuse toll-free service operates 9:00 a.m. — 8:00 p.m. EST. Telephone consultation is available for 
business Owners, managers, and union leaders on the development and implementation of comprehensive drug-free workplace 
programs. These counselors can put you in touch with local resources. 


National Clearinghouse for Alcohol and Drug Information 1-800-729-6686 


This to!l-free service has information specialists available on all aspects of substance abuse — from videos and prevention materials 
to specific program descriptions, resources in your State, and the latest research results. Many publications and educational materials 
are available free from the Clearinghouse. As these publications are in the public domain you may reprint them under your logo 
without permission. 


National Institute on Drug Abuse Treatmc 4 Hotline (NIDA) 1-800-662-HELP 
This service provides advice and referrals to individuals about the availability of drug and alcohol treatment services, including 
referrals to programs for those who cannot pay. 

Department of Transportation’s Anti-Drug Information Center 1-800-CAL-DRUG 
This system is designed to respond to inquines regarding the U.S. DOT drug-free workplace regulations tor the transportation 
industry. 

Employee Assistance Professionals Association (EAPA) 703-522-6272 
EAPA provides information on how to select EAPs, the value they can provide, the theory behind them and how they operate. 
(EAPA, 4601 North Fairfax Drive, Suite 1001, Arlington, VA 22203) 

Demand Reduction Coordinators 


The Drug Enforcement Administration (DEA), the Federal Bureau of Investigation (FBI), and Law Enforcement Coordinating 
Committee (LECC) Coordinators of the U.S. Department of Justice offer a variety of technical assistance services to employers on 
workplace substance abuse. Contact your local DEA, FBI, or U.S. Attomey’s office to locate the nearest coordinator. 


STATE RESOURCES 
National Association of State Alcohol and Drug Abuse Directors (NASADAD) 202-783-6868 


Each state director's office coordinates with the Governor's office, sc. ol boards, community coalitions, local health departments, 
business, industry and others in eliminating drug abuse in their state. Many of these states run their own clearinghouses and provide 
some technical assistance to small businesses and others. (Drug-Free Workplace Project, 444 N. Capitol Street. NW, Washington. 
D.C. 20001) 


Narcotics Anonymous (N.A.) — | his organization provides information and support to recovering drug addicts through loca! 


chapters in communities nationwide. Programs are designed for frends and families of drug users also. Local chapters are listed 
in your telephone book. 

Community Organizations — [hese organizations are available to provide help with drug or alcohol problems. Check your 
local telephone directory under headings such as Alcohol and Drug Abuse Information. Treatment. or Counseling. Be sure to look 
in the blue pages (government listings and public service section), the yellow pages and the community service section of your 
directory. 

Local Labor Councils — Contact your local labor council about information on employee assistance programs and additional 
information or assistance that ts available for your program. See the yellow pages under “Labor.” 
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COMMITMENT TO A DRUG-FREE WORKFORCE 


(Please fill out the information below, check the appropriate boxes, and return to the President's Drug Advisory Council.) 


We are committed to support and promote a drug-free work- 
place for our company as well as throughout America. The 
following is our commitment: 


_ We plan to initiate a drug-free workplace program with the help of the 
information in this booklet. 


_ We have already distributed a policy that sends a clear message to all 
employees that illegal drug use will not be tolerated. 


_ We need additional information to help implement a more comprehensive 
drug-free workplace program for our company. 


} ald ali wig dott d line 


Name of Organization —__ 


Address —__ 


ED State __ ZIP 


Telephone ae 


Number of Employees: 


County State Nationwide/Worldwide 


Authorized Officer's Signature 


Title 


